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FOREWORD 



This stylebook has been prepared by the Committee on 
Exhibits and Standardization of the American Association of 
Agricultural College Editors at the request of the Associa- 
tion. It is designed for use in editing agricultural bulle- 
tins and similar publications. 

In compiling the material, the committee has attempted, 
largely, to formulate the preference of the Association re- 
garding matters of style about which there is difference of 
usage and opinion. There has been no effort, however, to 
make the treatment of any topic inclusive. 

The bulletins of the several agricultural colleges and ex- 
periment stations and a large number of stylebooks have been 
carefully studied. Material has been taken freely from these 
sources. Fellow members of the Association and other per- 
sons interested in editorial work have given valuable assist- 
ance. 

The committee has been mindful of modern tendencies in 
style and has adopted such practices as the nature of the 
work seems to warrant. 
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EDITING THE AGRICULTURAL 
BULLETIN 

ABBREVIATIONS 

Circular No. 62 of the Office of Experiment Stations, 
United States Department of Agriculture, contains abbrevi- 
ations which were adopted by the Association at its third 
annual meeting at Madison, Wis. 

CHRISTIAN NAMES 

Distinguish between diminutives, as Joe and Tom, which 
require no periods, and abbreviations, as Geo. and Jno. 
(See Period.) Abbreviations of Christian names are better 
avoided except in quotations. 

DEGREES 

Abbreviate degrees following a name: A.B., B.Sc, Ph.D., 
etc. President J. G. Schurman, D.Sc, LL.D. Otherwise spell 
out and do not capitalize: The degree of master of arts was 
conferred on him. 

FIRM NAMES 

Use & in titles of firm names and corporations: Chicago, 
Burlington & Quincy Railroad; J. W. Payne & Co.; Graham & 
Rambo. When the firm does not contain proper names, use 
and: Drovers' Trust and Savings Bank. 

Spell company unless following &; as, The Frank King Com- 
pany. Brother and Brothers should not be abbreviated un- 
less following &; as, Quinn Brothers, Harper & Bros. 

LATITUDE AND LONGITUDE 

When with figures and in parentheses, use lot. for latitude 
and long, for longitude. 

MISCELLANEOUS 

Bui. (bulletin) R.R. not R. R. (railroad) 

Av. (average) S.S., not S. S. (steamship) 

O.K'd, O.K.ing Sup. (supplement) 
P.S., not PS. (postscript) 

Spell out United States in every case (except possibly in 
headings and tabular matter) unless used as part of a title; 
as, Admiral Dewey, U.S.N. 

MONTHS 

Spell in text and indexes (except when used as a citation 
in parentheses or brackets and followed by day of month). 
In tables and footnotes, when followed by day of month, ab- 
breviate. Do not abbreviate May, June, and July. 
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NUMBERS 

When preceding figures, use the forms No. or Nos. If 
ordinal numerals are abbreviated, observe the following 
forms: 2d, 3d, for second, third, etc. After dates omit st, d, 
and th; as, July 5, 1917, but 5th of July, 1916. 

PERCENT 

Spell out the word percent. 

PHYSICAL MEASUREMENTS 

P. (Fahrenheit); C. (Centigrade); E. (Beaumur); B. (Baume). 
Use degree marks, as 10°F.; 2°R. 

Use ;/ and ' for inch and foot marks in text when such 
measurements occur frequently. 

REFERENCES AND CITATIONS 

art. (s.) (article, articles) 

ch.(s.) (chapter, chapters) 

fig.(s.) (figure, figures) 

p. (p.) (page, pages) 

par. (s.) (paragraph, paragraphs) 

pl.(s.) (plate, plates) 

pt. (s.) (part, parts) 

q.(q.) (question, questions) 

sec.(s.) (section, sections) 

vol.(s.) (volume, volumes) 

Capitalize the foregoing abbreviations except p. or pp. and 
fig. or figs., which should be capitalized only when forming a 
complete sentence. 

(See Cross References, p. 22.) 

STATES AND TERRITORIES 

Abbreviate after city, town, and county, but not after 
beach, cape, island, mountain, river, or any other geographic 
term unless used as a proper noun; as, Rockatuay Beach, L. I. 
Do not abbreviate Alaska, Guam, Hawaii, Idaho, Iowa, Ohio, 
Samoa, and Utah. 

Observe the following forms: He lives in Illinois. He lives 
at Champaign, III. He lives in Champaign County, III. He 
camped at Superior Beach, Wisconsin. 

STREETS 

Write Thirteenth Street, One Hundred Sixth Avenue, and 
similar names. 

TITLES 

Abbreviate civil, military, naval, and other titles when pre- 
ceding the name, but spell when the Christian name is not 
given, except in the common abbreviations; as, Mr., Mrs., Dr., 
Rev., Hon., Gov. J. M. Cox, Governor Cox; Gen. John J. Persh- 
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ing, General Scott. Mr. or some other title should be supplied 
where Rev. is given without the Christian name: the Eev. N. 
H. Dailey, the Rev. Mr. Hargraves. 

In quoting foreign matter, follow copy regarding titles. 
In text observe the following: Esq., Sr., Jr. 

WEIGHTS AND MEASURES 

The plural form is the same as the singular except when 
the plural is indicated. 

a. (acre) 

bbl. (s.) (barrel, barrels) 

bu. (s.) (bushel, bushels) 

c. (cup) 

c.c. (cubic centimeter) 

eg. (centigram) 

cm. (centimeter) 

cord 

cu. in. (s.) (cubic inch, inches) 

cu. ft. (cubic foot, feet) 

cu. yd. (s.) (cubic yard, yards) 

cu. mm. (cubic millimeter) 

cu. m. (cubic meter) 

cwt. (hundredweight) 

dg. (decigram) 

doz. (dozen) 

dr. (dram) 

ft. (foot, feet) 

gm. (gram) 

gr. (grain) 

gal. (s.) (gallon, gallons) 

ha. (hectare) 

hi. (hectoliter) 

hm. (hectometer) 

hr. (s.) (hour, hours) 



in. (s.) (inch, inches) 
kg. (kilogram) 



km. (kilometer) 

lb. (s.) (pound, pounds) 

liter 

mm. (millimeter) 

mg. (milligram) 

mi. (mile) 

m. (meter) 

min. (minute) 

oz. (s.) (ounce, ounces) 

pt. (s.) (part, parts) 

pk. (s.) (peck, pecks) 

pt. (s.) (pint, pints) 

qt. (s.) (quart, quarts) 

rod 

sec. (s.) (second, seconds) 

sp. gr. (specific gravity) 

sq. in. (s.) (square inch, inches) 

sq. ft. (square foot, feet) 

sq. yd. (s.) (square yard, yards) 

sq. m. (square meter) 

sq. mi. (square mile) 

sq. mm. (square millimeter) 

sq. cm. (square centimeter) 

tbs. (tablespoon) 

tsp. (teaspoon) 

wt. (weight) 

yd. (s.) (yard, yards) 



DO NOT ABBREVIATE 

Do not ordinarily abbreviate weights and measures in text, 
unless the publication is of a technical nature. Abbrevia- 
tions of cup, tablespoon, and similar measurements should 
be limited to recipes. 

Do not abbreviate Fort or Mount. 

Write Christmas, not Xmas. 

Do not use U. S. D. A. for United States Department of Agri- 
culture in text, footnotes, or tables. 

Do not use x for by in text; as, 8 by 12 inches. The x, how- 
ever, may be used in tabular matter or where it occurs fre- 
quently in text. 
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CAPITALIZATION 

Capitalize department, bureau, division, office, etc., of the 
national and state governments and of colleges, universities, 
and experiment stations, when used as part of the title; as, 
Bureau of Pensions, Office of Information, Department of Agron- 
omy, Extension Division. 

HEADINGS 

Capitalize all words of two or more syllables; all nouns, 
pronouns, verbs and parts of verbs, adjectives, adverbs, in- 
terjections, prepositions, and conjunctions of five or more 
letters; and also those of one syllable when compounded with 
verbs (as, Disposed Of, Oare For). Use lower case for the fol- 
lowing words: Or, if, from, nor, as, than, with, in, by, of, to, 
and. 

Capitalize the first letter in a compound word and each 
succeeding division that would be capitalized if standing 
alone. 

Capitalize A.M. and P.M. in heads. 

Capitalize o'clock in heads. 

The foregoing rules apply to side as well as to center head- 
ings. 

{See Headings, p. 28, and Tabular Matter, p. 19.) 

MISCELLANEOUS 

Capitalize the first word after a colon in giving lists. Use 
a capital when the passage after the colon will have an inde- 
pendent meaning. Generally speaking, use lower case when 
the passage is dependent on the preceding clause. 

Capitalize nicknames of states and cities; as, the Buckeye 
State, the Queen City. 

Capitalize names of political parties of the United States; 
as, Republican, Socialist. 

Capitalize names of religious denominations and societies; 
as, First Presbyterian Church, Baptist Young People's Union. 

(See Eeferences and Citations, p. 8.) 

SCIENTIFIC NAMES 

Capitalize the scientific (Latin or latinized) names of divi- 
sions, classes, orders, families, and genera. 

In zoology, the specific and subspecific names are never 
capitalized, even when derived from a proper noun; as, Felis 
leo, Falco columbarius richardsoni. 

In general, do not capitalize specific and subspecific names 
in botany. 

SECTIONS OF THE COUNTRY 

Capitalize sections of the country; as, the North, South, East, 
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West, South Africa, North Atlantic types, Dixie, and the Horn 
(Cape Horn). 

DO NOT CAPITALIZE 

Do not capitalize college degrees when spelled out; as, the 
degree of doctor of laws, the degree of master of arts, etc. 

Do not capitalize classes in school or college. 

Seasons of the year are not capitalized unless they are per- 
sonified. 

Do not capitalize a.m., m., or p.m. except in headlines or dis- 
play. 

Von, de, la, le, du, etc., are capitalized only when they are 
not preceded by a title or Christian name: De Lafayette, Von 
der Linde; but Marquis de Lafayette, George du Maurier. Van, 
however, is capitalized in either case; as, Van Tromp, Stephen 
Van Rensselaer. This usage sometimes varies, as in English 
and American family names having a foreign origin; as, 
Thomas De Quincey, Henry van Dyke. 



CAPITALIZE WHEN DISTINGUISHING NAME IS GIVEN 



Aet 




Falls 


Range 


Association 




Ferry 


Republic 


Avenue 




Forest 


Reservoir 


Bank 




Gulf 


River 


Bay 




Hall 


Road 


Block 




High School 


School 


Boulevard 




Hospital 


Sea 


Building 




House 


Shoal 


Bureau 




Island 


Slip 


Canal 




Isthmus 


Society 


Cape 




Kindergarten 


Square 


Cemetery 




Lake 


State 


Church 




Laundry 


Station 


City 




Levee 


Strait 


Coast 




Light 


Street 


College 




Lock 


Subdivision 


Convention 




Mountain 


Substation 


County 




Ocean 


Theater 


Court 




Orchestra 


Time 


Creek 




Park 


Tropic 


Dam 




Pass 


University 


Demonstration Farm 


Peak 


Valley 


Department 




Peninsula 


Ward 


Empire 




Pier 


Wharf 


Experiment Station 


Place 


Woods 


Exposition 




Point 




Examples: 


Erie Canal, Bureau County, Pike Crt 


Theater. 










CAPITALIZE QUALIFYING NAME 


Capitalize 


breeds of livestock; as, 


Shorthorn cat 


cow. 
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Capitalize the distinguishing name of a manufactured prod- 
uct; as, Fairy soap. 

CAPITALIZATION OF PLANT NAMES 

A group of plants, handled as a varietal unit under culti- 
vation and considered as a detached portion of a botanical 
species, should be capitalized as a variety; as, Marquis wheat, 
Earliana tomato, Eureka potato, etc. 

With certain cultivated species, the number of varieties 
has become so large that certain groups within the species 
have become more or less unified, and from the standpoint of 
capitalization may be considered as specific in rank. Within 
the species Triticum vulgare, fife wheat may be considered to 
be such a group. One should not capitalize fife wheat, but 
any variety of fife wheat should be capitalized; as, Red fife, to 
correspond with Acme durum. 

When common names have generic or specific significance 
they are not to be capitalized; as, sweet clover, white clover, etc. 



CAPITALIZE WHEN PRECEDING THE PROPER NOUN 



Alderman 

Ambassador 

Archbishop 

Battle of 

Bishop 

Books (of the Bible) 

Brother 

Captain 

Cardinal 

Commissioner 



Congressman 

Consul 

Councilman 

Court of 

Engineer 

Father 

Her Majesty 

His Honor 

His Royal Highness 

Judge 



Minister 

Officer 

Patrolman 

Pope 

Right Reverend 

Room 

Senator 

State's Attorney 

Other titles 



Examples: 
neer Jones. 



Countess of Warwick, Court of St. James, Engi- 



GUIDE TO CAPITALIZATION 



Observe the following forms with respect to capitalization: 



arabic (figures) 

bohemian 

bologna sausage 

bordeaux mixture 

brussels carpet 

chinaware 

epsom salts 

Esq. 

ex-Secretary Bryan 

gentile 

glaubers salts 

Governor-elect Wilson 

graham flour 

india ink 

india rubber 

italicize 



Jr. 

london purple 

macadamize 

manila paper 

manila rope 

morocco 

panama hat 

paris green 

philistine 

plaster of paris 

roman (type) 

southerners 

time (eastern, central, etc.) 

Tropics, the 

wilton rug 

X-rays 
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FIGURES 

Spell all figures under 10 except the following enumera- 
tions: Recipes — 2 eggs. Weight — 2 pounds. Measure — 2 
inches. Clock time — 1 o'clock; 5:30 o'clock. Money — $3; $1.50. 
Percentage — 10 percent. Degrees— 40° longitude; 0° (zero). 
Age — 5 years; 2 weeks. Dimensions — 4. by 10 feet. 

Spell figures beginning a sentence and in general when im- 
mediately following a colon. If two related figures occur in 
such a sentence, spell both; as, Eighty adults and thirty chil- 
dren were in the audience. 

Spell indefinite sums and figures connected with digni- 
fied, historic, or well-known subjects; as, about a hundred dol- 
lars, the Twelve Apostles, the Thirteen Colonies. 

When two numbers occur together, as thirteen 12-inch 
boards, spell out the qualifying number. 

Form the plural of figures and letters by adding 's; as, 6's, 
the three B's. (See Apostrophe, p. 17.) 

Omit the decimals when stating even amounts of money 
or indications of time; as, $10, not $10.00; 8 a.m., not 8:00 a.m. 

Except in tabular matter observe the form, 50 cents, 
rather than $0.50. 

Observe the following forms: One-quarter of 1 percent, not 
\of 1 percent; half a cent, not | a cent. 

Spell out references to time in such expressions as back 
in the Seventies. 

(See Cross References, p. 22.) 

FRACTIONS 

Spell out fractions when used alone; as, one-half of the men 
present; or two-fifths of the potatoes. 

When written as decimals, fractions should be preceded 
by a cipher; as, O.64. percent. (See Ciphers under Tabular 
Matter.) 

When more than one unit is mentioned, use the plural 
form; as, if grams, li inches. 

DATES 

When reference is made to a fiscal year or a year extend- 
ing into the year following, separate by an en dash and 
contract; as, 1916-17. If a period of two or more years is 
intended, do not contract; as, 1911-1917. If two or more sep- 
arate years are intended, use comma; as, 1913, 1917; 1910, 
1912, 1917. 
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PUNCTUATION 

THE PERIOD 

Omit the period after a heading, folio, running head, box 
headings in tables, or centered equation. Use a period and 
an em dash, however, after a side head set on the same line 
at the beginning of the material to which it belongs. 

Omit the period after a date line or an address at the 
beginning or close of a letter, or after the signature. (See 
pp. 24-25.) 

Omit the period after percent; after legends, beneath il- 
lustrations containing a short sentence or a phrase; 
after such nicknames as Bess, Ed, Al, Nell, Em, Tom, Sam; 
after such abbreviations as 1st, 2d, 3d, £th; after Roman num- 
erals, as Edward VII, Louis XIV, Book II; and after MS (manu- 
script), MSS (manuscripts), 1+to, 8vo, etc. 

Omit periods in lists of names given in columns, whether 
set in full or half measure. 

THE COMMA 

USE THE COMMA 

Two adjectives modifying the same noun should be sepa- 
rated by commas if they are coordinate in thought; but, if the 
first adjective is felt to be superimposed on the second, 
they should not be separated by a comma: 

A good, kind father. The adjectives are coordinate in 
thought; both modify father. 

A dull white boy. The adjectives are not coordinate in 
thought; ivhite modifies boy, but dull modifies white boy. 

The comma should be used before the conjunctions and, 
or, etc., when three or more words occur in a series; as, The 
colors were amber, blue, and buff. 

The comma should be used to point off numerals of more 
than three digits, except in dates, street numbers, or serial 
numbers; as, The number of tests made was 1,^00. 

Use a comma after Whereas, Resolved, etc., and follow with 
a capital letter. If resolutions are numbered, use the plain 
figure and period: 

Resolved, That we, the members of, etc. 

Resolved, 1. That, etc. (See Resolutions.) 

Use a comma, not a colon, after to wit, namely, etc., except 
iu ending a paragraph. They should be preceded by a colon, 
dash, or semicolon, according to the shade of meaning. (See 
Semicolon, p. 15.) 

Always place the comma inside quotation marks. 

DO NOT USE THE COMMA 

If one of the words used is a general title, and precedes 
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the special name, the comma should not be employed: The 
Emperor Augustus was a patron of fine arts. 

When a pronoun is used with a noun for the sake of em- 
phasis or in direct address, the comma should be omitted: 
I myself; Ye men of America. 

When two or more words are regarded as one name, a 
comma should not be used between them: The Lord God Al- 
mighty; William the Conqueror; Paul the Apostle. 

When the introductory phrase or clause is very short, the 
comma is not used, unless needed to prevent confusion: On 
June SO we shall leave Ashton. 

Restrictive clauses do not take commas. The antecedent 
of a restrictive clause is frequently modified by a, the, or that: 
A pig that eats such a ration is likely to die. 

If the subject of a sentence is so long that the reader 
might find difficulty in separating it from the predicate, or, 
if the subject ends with a word that might be read with the 
predicate and thus confound the sense, a comma may be 
placed after the subject: 

That a party of independent thinkers living at such distances 
apart should be able to get together and decide unanimously on 
such a weighty topic, is truly wonderful. 

Those who have considered it most, generally reject the theory. 

Numbers expressed in words are usually written without 
a comma. 

Do not use a comma between two clauses of a brief com- 
pound sentence where there is no change of subject, unless 
the grammatical relation of the words needs to be shown. 

Do not use commas at the end of lines of address, date 
line, or signature. (See pp. 24-25.) 

Do not use commas before parentheses or brackets except 
in quoted matter. 

Omit commas in built fractions; as, 100( ^ 00(m . 

SEMICOLON 

Care should be taken not to combine compound sentences 
by use of the semicolon unless the sentence so formed has a 
distinct unity. 

Use a semicolon before as, viz., that is, etc., when they in- 
troduce a series of simple terms that are in apposition: The 
government may be divided into three branches; namely, legisla- 
tive, executive, and judicial. 

Place the semicolon outside the quotation marks unless it 
is a part of the quotation. 

In sentences divided by semicolons, use semicolons be- 
fore conjunctions. 
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COLON 

Never use a colon after viz., to wit, namely, etc., except 
when ending a paragraph. (See Comma, p. 14.) 

Use a colon before a quotation of more than one sentence; 
before a quotation of only one sentence when an unusual de- 
gree of formality is sought; and before any quoted matter 
that begins a new paragraph. 

Observe the following forms: Luke 1:9; 7:30 o'clock; New 
York: The Macmillan Company. 

Use the colon inside quotation marks when a part of 
quotation; otherwise outside. 

QUESTION MARK 

The question mark in parentheses is used properly only to 
indicate doubt or uncertainty. To indicate humor or irony, 
its use is a puerility. 

Use the question mark after a direct question: "What 
point of type should be used?" but not after the indirect 
question: Re asked what point of type should be used. 

When a sentence is long and not entirely interrogative, 
the question mark is sometimes placed after the interroga- 
tion: Shall we blame him? — seeing that he did not know what 
would be expected of him and that he would not have understood 
had he known, 

DASH 

The dash, preceded by a period, is preferably used after 
a side head: 

Why and Where Flax is Grown. — The production of flax 
has moved westward and northward. 

The dash should not be used with any other point than a 
period. 

Use dashes instead of parentheses to set off parenthetical 
clauses. 

A dash precedes a reference following a quotation: "With- 
out money there is no uplift." — Waldo. 

To show omission of to, use en dashes: as, John v: 1-9; 
1916-17; pages 217-28^. 

Between two different dates, however, use an em dash; as, 
June SO, 1917— June SO, 1918. 

MARKS OF PARENTHESIS 

Parentheses are to be used sparingly. 

Figures or letters used to mark divisions in enumerations 
are placed within parentheses: There are two purposes for this 
plan: (l) To maintain the fertility of the soil; (2) to furnish a 
suitable crop. 

Parentheses should be used about the name of a state 
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when the name of a city and a state are used adjectively; as, 
Kansas City (Mo.) Drovers' Telegram. 

If for any reason footnotes are not desired, a reference 
may be put within parentheses in the body of the text. 

In punctuating matter within parentheses or between 
dashes, treat it as if the parentheses or dashes did not exist. 
Treat the rest of the sentence in similar independent fashion. 

Do not inclose a letter, number, or symbol in parentheses 
unless it is used parenthetically: The A-shaped hog house. 

Do not attempt to cancel a word or passage by the use of 
parentheses. 

APOSTROPHE 

Nouns in the singular, or in the plural when ending with 
any letter other than s, require an apostrophe and s to 
indicate the possessive; as, man's, men's, Dennis's, Felix's, 
Burns's, witness's, countess's. Exceptions: Sergeant at Arms' 
room, for righteousness' sake, for conscience' sake, for goodness' 
sake, for Jesus' sake. 

Plural nouns ending in s require only the apostrophe to 
show the possessive; as, the editors' round table, the Joneses' 
party. 

The plural of figures and letters is formed by adding '«•• 
There are two a's in "Ithaca." There are two S's in the number. 
(See Figures, p. 13.) 

The plurals of words considered as words are formed by 
adding an 's: His offer was full of ifs and out's. 

An apostrophe is used to indicate the omission of the 
century in dates; as, Fourth of July, '76; and the omission of 
a letter or letters in a word; as, ne'er; or contraction of words; 
as, 'tis, ril. 

The plurals of numbers, if spelled, are formed in the reg- 
ular way: ones, twos, threes, fours, fives, sixes. 

As a rule do not use the possessive case of nouns not des- 
ignating persons; as, the university's rules. However, the 
possessives of day, hour, week, month, year, century, and other 
nouns designating periods of time are allowed to take the 
apostrophe; as, day's meeting; year's food supply. 

HYPHEN 

Omit the hyphen in civil and military titles; as, attorney 
general. 

Omit the hyphen in abbreviated forms. Clearness of 
meaning is frequently gained by placing a hyphen after a 
word that forms a part of an interrupted compound; as, gold- 
and silver-producing state. 

(See Rules for Compounding Words, p. 25.) 
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QUOTATION MARKS 

Where a quotation is broken into paragraphs, put quota- 
tion marks at the beginning of each paragraph and at the 
end of the last paragraph. 

Quote interviews and dialogues, except when the name of 
the speaker is given first, as in a symposium, or the words 
Question and Answer are used: 

Mrs. A. J. Henry — If you can tell me the title of the book, I 
will find it for you. 

Q. Where were you on the night of Avaust 10? A. In my 
room. 

Use single quotation marks for a quotation within a quota- 
tion; double marks for a third quotation; single marks for a 
fourth quotation; and so on. 

Exclamation points, question marks, semicolons, and colons 
should be placed inside the quotation marks when they form 
a part of the quotation; otherwise outside: He asked, "Where 
did you go?" Gan we by any mistake call him a " 'patriot'' '? 

The period and the comma are always placed within the 
quotation marks. "I will give you $5," he said, "if you will 
drive me to LaMoille.'" 

Do not use quotation marks, or an apostrophe to show 
a contracted form, before a display initial letter at the begin- 
ning of a chapter. 

When quotations occur at the beginning of a line of 
poetry, they should overhang: 

"Ye rigid Ploughmen! Bear in mind 
Your labor is for future hours. 
Advance! Spare not! Nor look behind! 
Plough deep and straight with all your powers!" 
—Richard Hengist Home. 



QUOTED MATTER 

Quote full titles of books, plays, paintings, statuary, music, 
pictures, articles in publications, or names of vessels. If not 
quoted, they should be italicized. 

Quote or italicize anything preceded by entitled, the word, 
termed, marked, but do not quote or italicize after the terms 
known as, and so-called, unless the words following are mis- 
nomers or slang expressions. 

DO NOT QUOTE 

Titles of such books as the Bible, the Iliad, encyclope- 
dias, dictionaries. 

Names of characters; as, Shylockin "The Merchant of Ven- 
ice." 

Such nicknames as Ed, Bill, etc. (See Abbreviations, p. 7.) 
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Names of horses, cattle, dogs, and other livestock. 

Extracts or quotations that are indented, set in italic, or 
in smaller type than the context. 

If a prose quotation is to have paragraphs in it, paragraph 
the beginning of it. It should be run in after the colon only 
when all that is included between the quotation marks is to 
be one paragraph. 

Where an extract occurs in the text, follow copy exactly. 



TABULAR MATTER 

Make no cross-page tables if it can be avoided. 

Box heads in a table should be set to read across and not 
upward, when possible. 

In table headings and box heads, capitalize only the first 
word, unless words that are regularly capitalized are used. 

When several figures with decimals are used in a column, 
ciphers may be added to the right of the shortest decimals 
to make them aline with the longest; as 

.1000 
.0100 
.0010 
.0001 

Aline decimal points, except in columns containing mixed 
numbers having irregular decimals — that is, when one num- 
ber has a decimal of one figure, another of four figures, and 
so on, one representing pounds, another dollars, and another 
precentage, etc. 

Each table should have a heading and should generally be 
numbered. 

Tables should be referred to in the text and by number. 

Place the unit of quantity at the head of the figure column, 
but below the rule or box and preferably in italic. 

CIPHERS 

In columns where the first number is wholly a decimal, 
supply a cipher at the left of the point in the first instance 
only, and under cross rules. 

CONTINUED 

After a center head, flush head , or subhead, when the word 
Continued is employed, use a period and em dash between 
it and the head. Use the abbreviation Gontd. (omitting 
apostrophe) or Con. to avoid a turnover. If the head is all 
small caps, use lower case for the terms Continued, or Con. 
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CONTINUED HEADS 

Continued heads over tables should be condensed into one 
line if possible. When heads of tables or box heads have a 
reference and footnote, do not repeat reference when con- 
tinued. Six-point notes above tables are generally not re- 
peated with continued heads. (See Suggested Sizes and Fonts 
of Type for Headings, Legends, and Quotations, p. 28.) 

DATE COLUMN 

Indent an equal space from the rule on either side in a 
date column, placing the remaining space between the month 
and the day. 

DOLLAR MARK 

The dollar mark is to be placed close to figure, and re- 
peated under cross rules only. In columns containing mixed 
amounts, as money, tons, gallons, etc., repeat the dollar mark 
in each instance for sums of money. 

In double columns of figures in a single money column, 
connected by an en dash or the word to or similar connect- 
ing word, the dollar mark will be required only in the first 
line at the top of the column; as, $10-$ 12, etc. 

DOUBLE-UP TABLES 

Repeat a center head, flush head, or subhead at the top of 
the second column, if the matter under it breaks, adding the 
word Continued. 

FIGURE COLUMNS 

Plus, minus, or similar marks, when occurring at the left 
of figures, should be alined, each column to govern itself. 

Words in figure columns should aline on the right with 
figures, and be capitalized. 

FOOTNOTES AND REFERENCES 

Footnotes should have the same abbreviations as are used 
in the table. 

Footnote references should be placed at the right in read- 
ing columns and at the left in figure columns, except when the 
figure column is the first column in a table. 

When a reference figure stands alone in parentheses in a 
figure or date column, it should be centered; in a reading 
column, it should be alined on the left and be followed by 
leaders, as if it were a word. 

(See Footnotes.) 
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LEADERS 

Continue leaders across the entire width of the table, ex- 
cept when the last column is a reading column or a 5- or 7- 
em date column, in which case, omit the leaders from that 
column. 

To express a blank in a column of figures, use leaders the 
width of the largest number in the column. 

RULES 

Use double rules above and single rules below tables. 



ITALIC 

Foreign words not commonly used should be italicized. 

Titles of books and periodicals may be either set in italic or 
be set in roman and quoted. 

Italic is used for emphasis in roman composition and 
vice versa. 

Italicize the following: ad loc, circa, et al., ibid., idem, 
infra, loc. cit., op. tit., passim, sic, supra, s. v., vide. 

Do not italicize: cf., e. g., i. e., v. or vs., viz. 

In an index or similar compilation, italicize the words see 
and see also when used for the purpose of cross reference 
where the differentiation of these words from the context is 
desirable; and the words for and read in lists of errata, to 
separate the incorrect from the correct readings: See also 
Sociology. For quiet read quite. 

Italicize address lines in speeches, reports, etc. ; as, Mr. 
President. 

Italicize, in signatures, the position or title when placed 
after the name. 

Italicize or quote references to particular words or letters; 
as, the word cord, the letter a. 

Scientific names of plants and animals when first used 
should be set in italic. The name of the species should al- 
ways be in italic. 

(See Cross References, p. 22; Resolutions, pp. 23-24; and 
Suggested Sizes and Fonts of Type for Headings, Legends, 
and Quotations, p. 28.) 



FOOTNOTES 

Superior figures should be set close up when used for ref- 
erences. Use a period, however, between an abbreviation 
and a superior figure, as, Clarion, 111. 1 
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Superior letters should be used to indicate references in 
work containing formulas in which exponents occur. 

All footnotes for text, leader work, or tables should be 
paragraphed and should be set in 6 point if text type is not 
greater than 10 point. They should be leaded if the text is 
leaded; otherwise set solid. 

Footnotes should be numbered consecutively by pages 
with superior figures; that is, start with footnote No. 1 on 
each page. 

See that two leads are used above and below the rule pre- 
ceding a footnote. 

Footnotes remain with the table in make-up. 

(See Footnotes and Eeferences, p. 20.) 



CROSS REFERENCES 

Observe the following usage in regard to parentheses, ab- 
breviations, and capitalization: 

Enumerate figures, pages, paragraphs, and sections in 
arabic numerals. 

Enumerate tables, graphs, plates, chapters, parts, ques- 
tions, and volumes in roman numerals, and capitalize. 

Enumerate appendixes by letters. 

Number all pages consecutively, including all plates and 
tables. 

Examples— 

The leaves vary in shape. (Fig. 1.) Illustrations of 
cherry leaves are shown in figure 2. The leaves (fig. la) 
vary in shape. 

The leaves vary in shape. (Table IV.) Data regarding 
rate of growth are shown in Table IX. The leaves vary in 
size and shape (Table XI), according to the investigation of 
Dr. E. W. Cotton. 

The leaves vary in shape. (P. 331.) The type and stage 
of growth are shown on page 333. The leaves (pp. 330, 333) 
vary in shape. 

The leaves vary in shape. (PI. L, fig. 3.) Illustrations of 
cherry leaves are shown in Plate LI I, figure 2. The leaves 
(PI. LI, fig. 4) vary in shape. 

Similar usage for Part, Volume, Graph, Appendix. (See 
Abbreviations, p. 8.) 

When separate figures in a plate are referred to, each fig- 
ure should be designated by an arabic numeral. When ref- 
erence is made to a part of a figure, use italic for lower case 
letters and roman for caps; for example, "The shaft (fig. la) 
is made of steel." "The angle (fig. 2A), etc." 
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SPACING 

The contractions Esq. , Sr. , and Jr. , should always be in the 
same line as the name they follow. 

There should always be a space before and after +, — , X , 
-5-, and = signs. If aline containing these signs is to be 
broken, the sign should be carried over. 

When the first syllable of a word consists of but one letter, 
it is not separated from the rest of the word at the end of the 
line. The entire word should be carried over into the next 
line. 

Abbreviations such as A.D., B.C., Ph.D., M.P., F.R.O.S., 
N.Y., O.K., a.m., p.m., i.e., and e.g., should be set with no space 
between the letters. They should not be divided nor put on 
a different line from the word they qualify. 

Do not divide names of persons when it can be avoided. 

If abbreviations consist of one letter for each word abbre- 
viated, no space should be used between the letters; as, c.c, 
f.o.b., G.O.D. 

If the abbreviation consists of more than one letter for each 
word abbreviated, use a space between the letters, except in 
titles; as, sq. mi., N. Dak., Ph.D. 

Use no space after La; as, LaMoille, LaSalle. 



ELLIPSIS SIGNS 

Use three asterisks separated by an em quad in text to in- 
dicate an ellipsis. 

If periods are used instead of asterisks, separate by an en 
quad. Do not run over three asterisks or three periods at the 
end of a paragraph. Use the asterisks in preference to the 
periods. 

In poetry, use seven asterisks to indicate the omission of 
one or more lines. 



SHAPES, FORMS, ETC. 

In illustrating shapes or forms, observe the following: 
V-shaped, T rails, I beam, 10 tees, 12 wyes. 



RESOLUTIONS 

Each Whereas in a preamble should begin a new para- 
graph, and the Therefore be it should be preceded by a colon 
and be run in with the last Whereas. Be it should be run in 
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with the word Therefore, but should not be supplied when 
not in copy. 

Note the following: 

Whereas it has been deemed advisable to, etc. : Therefore 
be it 

Resolved, That the committee, etc. 

If resolutions are numbered, use plain figures. 

Resolved, 1. That we, etc. 

(See Comma under Punctuation.) 



ADDRESSES 

AT THE BEGINNING OF THE LETTER 

If the address is placed at the beginning of a letter, set the 
name flush at the left of the page in caps and small caps. 
The second line should be indented 1 em and each succeed- 
ing line 2 additional ems. Set the salutation flush. (See 
Punctuation, p. 14.) 

Mr. T. F. Steckle, jr. 
□Professor of Zoology 
□□□University of Michigan 
□□□□□Ann Arbor, Mich. 

My dear Mr. Steckle: 

AT THE CLOSE OF THE LETTER 

If at the end, set the name in caps and small caps and the 
address in caps and lower case. Indent the first line 1 em 
and each succeeding line 2 additional ems. (See Punctuation, 
p. 14.) 

□Mr. George Graves 

□□□University Farm 
□□□□□Lincoln, Nebraska 

SIGNATURES 

Signatures should be at the right of the page, and should 
be set in caps and small caps. 

In case several independent signatures are used, indent 
the longest 1 em from the right and aline on the left. 

Robert Ward 
James Knight 
George Grossman^ 

If a title is used, it should be indented 1 em and the long- 
est signature 3 ems. 

If the title following a name is but one word, it is run in in 
the same line with the signature: 

W. C. Norcross, TeacherO 
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If the title is the same length as the signature, indent 1 em 
on the right and indent the signature 3 ems: 

George KakbDCO 
CommissionerCi 

Make two lines when signature, title, etc. , together would 
make more than half a line. 



DATE LINES 

Observe the following forms regarding indention and the 
use of caps, small caps, and italic: 

ABOVE SIGNATURE 

Columbus, Ohio, September 1, 1917D 

Office of A. F. KingCOD 
3018 Dudley Street, Lincoln, Nebr., May 1, 1917Q 

On Board the S.S. SeeandbeeDDD 
September 1, 1917D 

The Ohio State UNivERSiTYDDnnn 
Office of the Dean of the College of AgricultureDDD 

Columbus, Ohio, September 1, 1917Q 

BELOW SIGNATURE 

The first line below the signature, like the following, should 
be indented 1 em, and each additional line 2 more ems. 

□Columbus, Ohio 
□□□September l, I9n 

□The Ohio State University 
□□□Columbus, Ohio 
□□□□□September 1, 1917 



RULES FOR COMPOUNDING WORDS 

A present or past participle with a noun or an adjective 
should take a hyphen; as, cow-testing association, pig-raising 
contest, woven-wire fence. 

Adverbs ending in ly should not be compounded with the 
adjectives which they qualify; as, a poorly cultivated field. 

Fractions that are spelled out should be compounded; as, 
one -sixteenth, twenty-three one-hundredths,flve two-hundred-and- 
eighty-flrsts. 

Compound such expressions as first hand, second class, 
when used adjectively; as, first-hand information, second-class 
postage. Otherwise, they should be used as two words. 

When such expressions as acid-phosphate fertilizer and 
banker-farmer picnic are used adjectively, use hyphens. 
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DOUBLE WORDS AND PREFERRED SPELLINGS 

For a vocabulary of double words and preferred spellings, 
follow the list which appears in the government Style Book 
(1913), with the following exceptions and additions: 



acre- inch 


gasoline 


seedbed 


altho 


gauge 


siliceous 


bluegrass 


laundered 


singletree 


butterfat 


laundering 


sirup 


cantilever 


laundry (n.) 


skimmilk 


catalog 


livestock 


soybean 


cooperation 


oilmeal 


spiketootl 


cornbelt 


peavine 


tho 


cornmeal 


pedagog 


thoro 


decalog 


percent 


thorofare 


demagog 


pollinate 


thru 


dispatch 


predacious 


thruout 


endgate 


prolog 


week-end 


feedlot 


purebred 





Spell afterward, backward, downward, earthward, etc., with- 
out final 8. 

Established English words now or formerly having the 
ligature ce or as should be written with the simple e without 
exception. 

BIBLIOGRAPHY 

The following form of bibliography was adopted at the 
third annual conference of the Association at Madison, Wis. 

Care should be taken to make bibliographical references 
full and clear. The abbreviations used should be in harmony 
with those included in Circular 62 of the Office of Experiment 
Stations, entitled List of Abbreviations Used in The Experiment 
Station Record. This circular is for sale at 5 cents a copy by 
the Superintendent of Documents, Washington, D. C. Ref- 
erences, whether grouped as bibliography or cited separately 
in footnotes, should be full enough to give readers as much 
information as possible as to the size, subject matter, and 
illustrations in the publication or article cited. The form 
and exact style may be suggested most briefly by a few illus- 
trations." 

Bateson, W., and Saunders, Miss E. R. Sterility. Rpt. to Evol. 
Com. Roy. Soc. 1 : 148-150. 1902. 

and Saunders, Miss E. R. Sweet pea Lathyrusodoratus. 

Rpt. to Evol. Com. Roy. Soc. 2: 80-82. 1905. 

.Mendel's principles of heredity. 306 pp. Cambridge. 



1909. 

Beach, S. A. (a) The self-pollination of the grape. Gard. and 
Forest 5: 451-452. 1892. 



1 Dorsey. M. J. Pollen development in the grape with special reference to steril- 
ity. Minn. Bxpt. Sta. Bui. 144; 1-74. Pis. 1-4. 1914. 
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(b) Notes on self-pollination of the grape. N. Y. 

State Expt. Sta. Ann. Rpt. 11: 597-606. 1892. 

Biourge, Ph. Becherches morphologiques et chimiques sur les 
grains de pollen. Cellule. 8: 47-80. PI. 2. 1892. 

Coit, J. E. Lemon blossoms and why they fall off. Cal. Cult. 36: 
683. Figs. 4. 1911. 

Crandall, C. S. The vitality of pollen. Proc. Soc. Hort. Sci. 
1912: 121-130. 

Strasburger, E. Versuche mit diocischen Pflanzen in Rucksicht auf 
Geschlechtsverteilung. Biol. Centbl. 20: 657-665, 689-698, 721- 
731, 753-785. 1900. 



ARRANGEMENT OF INDEXES 

In the alphabetical arrangement of indexes observe the fol- 
lowing forms: Names beginning with M', Mac, or Mc with 
the following letter capitalized should, respectively, precede 
other words beginning with M in the same list. If Mac is 
not followed by a capital, the word should take its ordinary 
place in the list. 

In a similar manner names preceded by 0\ St., or Van, if 
followed by capitals, should be placed in advance of other 
words beginning with these letters. In case Van is not fol- 
lowed by a capital, the word should take its ordinary place in 
the Flist. 

Hyphenated names should be listed according to the name 
following the hyphen, if English; according to the name pre- 
ceding the hyphen, if French: George, David Lloyd- for David 
Lloyd- George; Saint- Saens, Charles Camille for Charles Camille 
Saint-Saens. 

A Belgian, French, or Spanish name preceded by I, la, le, 
des, or du should precede other words beginning in L and D. 
If such names are preceded by d or de, the particle is placed 
after the Christian name; as, Ramoeau, Emile de. However, 
if the particle is a part of the surname, the name should be 
indexed according to the initial letter of the particle; as, 
DeRose, Jesse Harrison. 
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SUGGESTED SIZES AND FONTS OF TYPE FOR 
HEADINGS, LEGENDS, AND QUOTATIONS 

HEADINGS 

Front Page — 14-point black caps. 

Title-Page — 12-point black caps. 

No. 1 Heading — 10-point black caps center. 

No. 2 Heading — 8-point black caps center. 

No. 3 Heading — 6- point black caps center. 

No. 4 Heading — 10-point black caps and lower case on 
side. (Initials of principal words capitalized.) 

No. 5 Heading — 10-point italic caps and lower case on 
side. (Initials of principal words capitalized.) 

In the foregoing, it is assumed that the text is set in 10 
point. If it is set in 8 point, set headings Nos. 4 and 5 in 8 
point, but otherwise as indicated. 

In place of black caps, the heads may be set in caps to 
match the text. 

White space is needed more than bold-faced type to give 
distinction to subheadings. If a subheading consists of more 
than one line, it is not necessary that it be set full measure, 
but such subheadings should be avoided. Appearance and 
clearness should be given first consideration. Never divide 
a word at the end of a subhead line if it can be avoided. 

In four-page or other small publications where divisions 
of the matter are short and the larger headings may seem 
out of place, eliminate headings Nos. 2 and 3 and use headings 
Nos. 4 and 5 in their places. 

Table headings should be set in caps and small caps. Ob- 
serve the following practices: 

Table V. — Comparison op corn silage when fed with 

SHELLED CORN AND WHOLE ALFALFA, AND WHEN FED 
WITH GROUND CORN AND GROUND ALFALFA 

Table VI. — Average time required per day for the 

CARE OF ONE COW 

Explanatory notes between the table heading and the 
upper double rule of the table should be set in 6-point type 
and be inclosed in parentheses or brackets as the case may 
demand. 

RUNNING HEADS 

The left-hand, or even-numbered, pages should indicate by 
their running heads or titles, the station, the series, and the 
bulletin number, while the right-hand running title should 
consist of the title of the bulletin, or some restatement of it, 
if the title is too long for one line. If possible, the title of the 
bulletin should not be allowed to exceed in length that which 
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can be used as a running title. Some examples of the run- 
ning titles recommended for the left-hand, or even-numbered, 
pages are: Alaska Bulletin 14.6. Alaska Circular 85. Alaska 
Research Bulletin 14. 

LEGENDS 

If the body is set in 10 point, set legends in 8- point 
caps and lower case, unless legends make more than one line, 
when they may be set in 6 point. The point of type for leg- 
ends, however, should be uniform in any one publication. 

QUOTATIONS 

Ordinarily, quotations of poetry and prose intended for 
use on the cover page or directly under the title should be 
set in 6 point. They should be indented 1 or 2 ems. 

If the text is set in 10 point and the quotations are in- 
serted in the text and are of one or more paragraphs of con- 
siderable size, the quotations should be set in 8 point. If it 
seems desirable, they may be indented 1 or 2 ems. If set in 
smaller type and indented, quotation marks should not be 
used. 



INCREASE OF TEXT BY USING LEADS 



If leaded with 2-point leads — 

6-point type is increased one-third. 
8-point type is increased one-fourth. 
10-point type is increased one-fifth. 
11-point type is increased two-elevenths. 
12-point type is increased one-sixth. 



SIZES OF TYPE 

Type is measured by the point system, which was adopted 
in 1886 by the United States Type Pounders' Association. 
A point is 0.0138 inch, or nearly Vt inch. Thus, the body of 
10-point type is -flinch. Before the point system was adopted, 
names were used to designate the different sizes of type. 
Following is a list of sizes of type and the names that are 
sometimes still applied to them: 
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3i point, Brilliant 20 point, 2-line Long Primer or 

4 j point, Diamond Paragon 

5 point, Pearl 22 point, 2-line Small Pica 
5i point, Agate or Ruby 24 point, 2-line Pica 

6 point, Nonpareil 28 point, 2-line English 

7 point, Minion 30 point, 5-line Nonpareil 

8 point, Brevier 32 point, 4-line Brevier 

9 point, Bourgeois 36 point, 2-line Great Primer 

10 point, Long Primer 40 point, Double Paragon 

11 point, Small Pica 42 point, 7-line Nonpareil 

12 point, Pica 44 point, 4-line Small Pica or Canon 

14 point, 2-Hne Minion or English 48 point, 4-line Pica 

15 point, 3-line Pearl 54 point, 9-line Nonpareil 

16 point, 2-line Brevier 60 point, 5-line Pica 
18 point, Great Primer 72 point, 6-line Pica 

An em is the square of the height of the body of type in 
use (except type set on a monotype machine, which is meas- 
ured by units). Thus a 6-point em is a square whose side is 
tV of an inch. If ems are mentioned without reference to 
size of type, pica (12 point) ems are meant. 

The height of the shank of all type is 0.918 inch. 

The agate line specified in advertising rates is not a 5i point 
line, but is one-fourteenth of a column inch. 
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SIZES OF RULES 



Hair Line 


One 


Point 


Two 


Point 


Three 


Point 


Four 


Point 


Six 


Point 


Eight 


: Point 


Wi hbH •-' HWUI ! W&uaaHa 


Ten 


Point 


^affi?fcfrft-t ,-'-;"'->-.'''.•. .-" • i _\._. S 


Twelve Point 


H IHI lllltil III llii II JTiTTITTfl 
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APPROXIMATE NUMBER OF WORDS IN 
SQUARE INCHES OF TYPE 

SOLID 











Size of type 








Sq.in. 




































5 point 


6 point 


7 point 


8 point 


9 point 


10 point 


11 point 


12 point 


1 


69 


47 


38 


32 


28 


21 


17 


14 


2 


138 


94 


76 


64 


56 


42 


34 


28 


4 


276 


188 


152 


128 


112 


84 


68 


56 


6 


414 


282 


228 


192 


168 


126 


102 


84 


8 


552 


376 


304 


256 


224 


168 


136 


112 


10 


690 


470 


380 


320 


280 


210 


170 


140 


12 


828 


564 


456 


384 


336 


252 


204 


168 


14 


966 


658 


532 


448 


392 


294 


238 


196 


16 


1104 


752 


608 


512 


448 


336 


272 


224 


18 


1242 


846 


684 


576 


504 


378 


306 


252 


20 


1380 


940 


760 


640 


560 


420 


340 


280 


22 


1518 


1034 


836 


704 


616 


462 


374 


308 


24 


1656 


1128 


912 


768 


672 


504 


408 


336 


26 


1194 


1222 


988 


832 


728 


546 


442 


364 


28 


1932 


1346 


1064 


896 


784 


588 


476 


392 


30 


2070 


1410 


1140 


960 


840 


630 


510 


420 


32 


2208 


1504 


1216 


1024 


896 


672 


544 


448 


34 


2346 


1598 


1292 


1088 


952 


714 


578 


476 


36 


2484 


1692 


1368 


1152 


1008 


756 


612 


504 



LEADED-TWO-POINT LEADS 











Size of type 








Sq.in. 




































5 point 


6 point 


7 point 


8 point 


9 point 


10 point 


11 point 


12 point 


1 


50 


34 


27 


23 


21 


16 


14 


11 


2 


100 


68 


54 


46 


42 


32 


28 


22 


4 


200 


136 


108 


92 


84 


64 


56 


44 


6 


300 


204 


162 


138 


126 


96 


84 


66 


8 


400 


272 


216 


184 


168 


128 


112 


88 


10 


500 


340 


270 


230 


210 


160 


140 


110 


12 


600 


408 


324 


276 


252 


192 


168 


132 


14 


700 


476 


378 


322 


294 


224 


196 


154 


16 


800 


544 


432 


368 


336 


256 


224 


176 


18 


900 


612 


486 


414 


378 


288 


252 


198 


20 


1000 


680 


540 


460 


420 


320 


280 


220 


22 


1100 


748 


594 


506 


462 


352 


308 


242 


24 


1200 


816 


648 


552 


504 


384 


336 


264 


26 


1300 


884 


702 


598 


546 


416 


364 


286 


28 


1400 


952 


756 


644 


588 


448 


392 


308 


30 


1500 


1020 


810 


690 


630 


480 


420 


330 
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1600 


1088 


864 


736 


672 


512 


448 


352 


34 


1700 


1156 


918 


782 


714 


544 


476 


374 
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1800 


1224 


972 


828 


756 


576 


504 


396 



These figures are based on matter having few paragraphs. If the 
matter contains a rather large number of paragraphs and is set in 
wide measure, fewer words will be found per square inch. 
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NUMBER OF EMS IN SQUARE INCHES OF TYPE 









Size of type 








Sq.in. 
































6 point 


7 point 


8 point 


9 point 


10 point 


11 point 


12 point 


1 


144 


106 


81 


64 


52 


43 


36 


2 


288 


212 


162 


128 


104 


86 


72 


3 


432 


318 


243 


192 


156 


129 


108 


4 


576 


424 


324 


256 


208 


172 


144 


5 


720 


530 


405 


320 


260 


215 


180 


6 


864 


636 


486 


384 


312 


258 


216 


7 


1008 


742 


567 


448 


364 


301 


252 


8 


1152 


848 


648 


512 


416 


348 


288 


9 


1296 


954 


729 


576 


468 


387 


324 


10 


1440 


1060 


810 


640 


520 


430 


360 


11 


1584 


1166 


891 


704 


572 


473 


396 


12 


1728 


1272 


972 


768 


624 


516 


432 


13 


1872 


1378 


1053 


832 


676 


559 


468 


14 


2016 


1484 


1134 


896 


728 


602 


504 


15 


2160 


1590 


1215 


960 


780 


645 


540 


16 


2304 


1696 


1296 


1024 


832 


688 


576 


17 


2448 


1802 


1377 


1088 


884 


733 


612 


18 


2592 


1908 


1458 


1152 


936 


776 


648 


19 


2736 


2014 


1539 


1216 


988 


819 


684 


20 


2880 


2120 


1620 


1280 


1040 


862 


720 


21 


3024 


2226 


1701 


1344 


1092 


905 


756 


22 


3168 


2332 


1782 


1408 


1144 


948 


792 


23 


3312 


2438 


1863 


1472 


1196 


991 


828 


24 


3456 


2544 


1944 


1536 


1248 


1034 


864 


25 


3600 


2650 


2025 


1600 


1300 


1077 


900 


26 


3744 


2756 


2106 


1664 


1352 


1120 


936 


27 


3888 


2862 


2187 


1728 


1404 


1163 


972 


28 


4032 


2968 


2268 


1792 


1456 


1206 


1008 


29 


4176 


3074 


2349 


1856 


1508 


1249 


1044 


30 


4320 


3180 


2430 


1920 


1560 


1292 


1080 


31 


4464 


3286 


2511 


1984 


1612 


1335 


1116 


32 


4608 


3392 


2592 


2048 


1664 


1378 


1152 


33 


4752 


3498 


2673 


2112 


1716 


1421 


1188 


34 


4896 


3604 


2754 


2176 


1768 


1464 


1224 


35 


5040 


3710 


2835 


2240 


1820 


1507 


1260 


36 


5184 


3816 


2916 


2304 


1872 


1550 


1296 


37 


5328 


3922 


2997 


2368 


1924 


1593 


1332 


38 


5472 


4028 


3078 


2432 


1976 


1636 


1368 


39 


5616 


4134 


3159 


2496 


2028 


1679 


1404 


40 


5760 


4240 


3240 


2560 


2080 


1722 


1440 


41 


5904 


4346 


3321 


2624 


2132 


1765 


1476 


42 


6048 


4452 


3402 


2688 


2184 


1808 


1512 


43 


6192 


4558 


3483 


2752 


2236 


1851 


1548 


44 


6336 


4664 


3564 


2816 


2288 


1894 


1584 


45 


6480 


4770 


3645 


2880 


2340 


1937 


1620 
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COPYREADING MARKS 

If a circle is placed around an abbreviation or figures, it 
indicates that the expression is to be spelled out. If a circle 
is placed around a word or spelled numbers, the expression 
is to be abbreviated or figures are to be used. 

A line under a word indicates that it is to be italicized. 

A wavy line under a letter or word indicates that it is to 
be set in boldface type. 

Three lines under a letter or word indicate that it is to be 
set in caps; two lines, small caps. 

X indicates a period. 

— I or "y indicates the beginning of a paragraph. 

Transpose — ' 'to (^boldly/lisser 13) that he was right," 

Run in 

Three men were in the room.-) 
^They were discussing the war. 

■^ end of manuscript. 

Copyreading marks are always to be placed in the manu- 
script, never carried out tb the margin like proofreading 
signs. 



PROOFREADERS' MARKS 

PROOFREADERS' MARKS 
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INSERTION AND OMISSION 



A 


Left out; insert 


<5W*&«. C? 


WWords are omitted, see 


<% 


Take out (delete) 


JU. 


' copy 


&CU 


Let it stand 


Lead 




Let it stand 








PUNCTUATION 




>/ 


Comma 


H 


One-em dash 


O 


Period 


hH 


Two-em dash 


■/ 


Colon 


-/ 


Hyphen 


•>J 


Semicolon 


? 


Question mark 


tf 


Apostrophe 


/ 


Exclamation point 


^ W Quotation 





Brackets 


V yy Single quotation 





Parentheses 






SPACING 




# 


Put in space 


• • <r 


Even spacing 


V-^ 


Less space 


O/ 


Push down space 


-*• 


Close up entirely 








PARAGRAPHING 




5? 


Paragraph 


POSITION 


No paragraph 


c 

n 

L-J 


Move to left 
Move to right 
Move up 
Move down 
Straighten lines 


a 

A/v 
/I 

TYPE 


Indent. Put in an em 
quad 

Turn over 

Transpose 

Straighten margin 


or CoJ>. Capital letter 


-*/ 


Boldface 


or-*e 


. Small capital 


Mrf. 


Wrong font 


X.c. 


Lower case or small X 


Change bad letter 


letters 

ovjJat Italic 


V or A 


Superior or inferior 
Ligature 
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REGULAR ENVELOPE SIZES 



PORTFOLIO 

No. 1 5£ x 8| No. 3 6ft x 9ft 

No. 2 6? x8f 

COMMERCIAL 

No. 3 2Hx4f No. 9 3}f x 8| 

No. 4 2J x5| No. 10 4i x 9£ 

No. 5 H x5i No. 11 4| xl0| 

No. 6 3J x6 No. 12 4J x 11 

No. 6f 3| x 6| No. 14 5 x 11* 

No. 7 3f x6}| 

BANK 

No. 6 U x6± No. 8 5 x 7* 

No. 7 4}| x7i 

PAMPHLET 

No. 1 5| x 8| No. 3 6? x 104 

No. 2 6Jx 10 

GOVERNMENT 

No. 2 3ix5i No. 8 4£ x 94 

No. 3 3} x 55 No. 9 4| x 10J 

No. 4 3| x 5| No. 10 3ft x 4| 

No. 5 34 x 6ft No. 11 4i x 54 

No. 6(ungummed) 34 x 6ft No. 13 3| x 6J 

No. 7 3|x85 No. 14 3f x 6ft 
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ILLUSTRATIONS FOR BULLETINS 

Illustrations should form an organic part of the bulletin. 
It is inconsistent for a writer to prepare a bulletin and then 
some weeks later begin to seek for illustrations. Except 
occasionally on the cover page, illustrations in bulletins are 
not used for decorative purposes. They are used to make 
clearer the thought brought out in the bulletin. Each illus- 
tration should be accompanied by a complete legend. Ordi- 
narily, if cuts occupy but two-thirds of the width of the page 
or less, type should be set around them. 

PHOTOGRAPHS 

If photographs are to be used, they should be taken with 
the utmost care so as to secure clearness, detail, and a 
proper posing of the subject. The camera should be near 
enough to the objects photographed to bring out clearly 
the points emphasized in the bulletin. It ordinarily pays to 
have the photographs taken by a skilled commercial photog- 
rapher. This is especially important in taking pictures of 
animals, as a slightly improper angle in setting the camera 
may make the picture ridiculous. 

Illustrations in bulletins are usually from zinc etchings or 
halftones. Mezzographs and electrotypes are occasionally 
used. 

PEN DRAWINGS 

Where the detail in an illustration cannot be brought out 
clearly in a halftone, it is preferable to use a pen drawing. 
India ink should be used in making such drawings. 

ZINC ETCHINGS 

Zinc etchings, or line plates, are used to reproduce black 
and white copy, including pen drawings, black crayon or 
pencil drawings, or printed or typewritten matter. The 
zinc etching will not reproduce photographs. It is useful 
in bulletin work in reproducing charts, diagrams, plans, and 
similar copy. Tabular matter may often be reproduced by 
this process more cheaply than if set up in type. The best 
zinc work is done from copy in jet black india ink on white 
paper. Dark red or dark green may often be reproduced by 
this process, but is inferior to black. Blue prints cannot be 
used for zinc-etching copy. The original tracings may be 
used, however. 

Zinc etchings have the advantage of being suitable for 
use on any kind of paper and of requiring a minimum of skill 
on the part of the printer. The cost is approximately half 
that of halftones of the same size. 
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HALFTONES 

The halftone is used chiefly for reproducing photographs. 
Wash drawings and similar copy may also be reproduced by 
this means. 

Photographs for making halftones should preferably be 
glossy and deep reddish brown in color. The shadows 
should be intense and the high lights bright. Next in value 
to this type of photograph comes the glossy black and white 
print. Gray photographs, sepia photographs, and prints 
having any bluish tone, reproduce poorly. Solio or any 
other printing-out paper is desirable for halftones. Nega- 
tives and unfixed prints cannot be used as copy. 

The screen of the halftone should be determined by the 
paper on which it is to be printed. For news print, a 65- to 
85-line screen should be used; for machine- finish book paper, 
100-, 110-, or 120-line, according to the finish of the paper; 
for ordinary enamel stock, 133-line; and for highly enameled 
paper, 150-line. Sixty-line plates are obtainable, but are 
used almost exclusively for newspaper cuts that are to be 
stereotyped before printing. A halftone finer than 100 lines 
cannot be stereotyped successfully. Halftones may be ob- 
tained finer than 150-line, but are not practical for ordinary 
use. 

As fine a screen should be used as will print successfully 
on the stock selected, as this insures a maximum of detail. 
The editor should insist on a careful make-ready on the 
part of the pressman. No halftone will print successfully 
without make-ready, and the finer the screen the more 
care is necessary in this matter. 

MEZZOGRAPHS 

The mezzograph plate differs from an ordinary halftone 
plate only in that in making it a grained instead of a cross- 
line screen is employed. It gives a soft tone, lacking the 
marked contrast of the halftone. It is used extensively in 
reproducing pictures of textiles, and to a less extent pictures 
of growing crops. Only under unusual circumstances is it 
desirable for bullatin use. 

ELECTROTYPES 

An electrotype is made directly from a halftone, a zinc 
etching, or other plate. It is useful if several printings 
are to be made simultaneously or if it is the only means of 
obtaining a particular picture. 

ORDERING PLATES 

The layout of the bulletin should be carefully planned 
before plates are ordered. If any part of the copy is to be 
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omitted in making the engraving, it should be plainly indi- 
cated with a line — preferably white — on the copy itself. The 
directions attached to the copy should include the desired 
size of the plate when finished, the screen, the finish if it is 
to be different from the usual style, the date when the plate 
is wanted, and the name and address of the sender. If any 
special work, such as retouching of the photograph or mor- 
tising of the plate, is desired, it should also be clearly indi- 
cated. A blank form covering these points printed on the 
back of the copy with a rubber stamp is a convenience. The 
width of the engraving should be indicated in inches or in pica 
ems, and arrow marks should be used to show the dimension 
on which the reduction is to be based. 

For bulletin or book use, halftones without the marginal 
black line make the best appearance, tho they are more 
difficult to print. The marginal line will generally be used 
by the engraver unless he is directed otherwise. 

DETERMINING SIZE 

It is desirable that copy be considerably larger than the 
desired size of the engraved plate. This is of particular im- 
portance in the case of zinc etchings. The exact size to 
which any piece of copy will reduce may be readily ascer- 
tained by a mathematical formula. Suppose the original 
picture is 6 inches high and 8 inches wide, and the plate is 
to be 4 inches wide. The height of the plate may be ascer- 
tained by solving the equation 6 : 8 : : x : 4. 

PRICES OF ENGRAVINGS 

The price of engraving is based on a scale adopted by an 
association of photo-engravers. The price becomes propor- 
tionately less as the size increases. Certain discounts are 
obtainable by printers and publishers. Halftones with vi- 
gnette, oval, or circular finish are charged a higher rate. 
Special work done on the copy or the plates is charged at a 
time rate. Mezzographs cost 25 percent more than half- 
tones. Electrotypes are obtainable from halftones or zinc 
etchings at about one-fourth the scale rate for halftones. 

FILING ENGRAVINGS 

Drawer cabinets for cuts, known as electrotype files, are 
obtainable from any firm dealing in filing devices. The card 
used to index a plate should show the subject, the screen if 
a halftone, the date purchased, and the publications in which 
the plate has been used. 
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A FEW USEFUL BOOKS FOR THE 
EDITOR'S LIBRARY 

Carnell, Ambrose S. Concerning type. New York: Au- 
thor. 1907. 

Cochrane, Charles H. Punctuation and capitalization. New 
York: Shakespeare Press. 1910. 

De Vinne, Theodore Low. A treatise on title-pages. New 
York: Oswald Publishing Company. 1914. 

De Vinne, Theodore Low. Plain printing types. New York: 
Oswald Publishing Company. 1914. 

Dillon, Charles. Dillon's deskbook. Third edition. To- 
peka, Kan.: Author. 1917. 

Handbook of style in use at the Eiverside Press, Cambridge, 
Mass. Boston: Houghton Mifflin Company. 1913. 

Manual of style. Chicago: University of Chicago Press. 
1910. 

Ross, Charles G. Deskbook of the School of Journalism. 
Fifth edition. Columbia, Mo.: University of Missouri. 
1915. 

Rummell, L. L. Stylebook of the Ohio Agricultural Experi- 
ment Station. Wooster, Ohio: Experiment Station 
Press. 1916. 

Smith, Adele Millicent. Printing and writing materials. 
Philadelphia: Author. 1912. 

Smith, Adele Millicent. Proofreading and punctuation. 
Philadelphia: Author. 1907. 

Style book, compilation of rules governing executive, con- 
gressional, and departmental printing, including Congres- 
sional Record. Revised edition. Washington: Govern- 
ment Printing Office. 1913. 

Teall, Francis Horace. Punctuation, with chapters on hy- 
phenization, capitalization, and spelling. New York: D. 
Appleton & Company. 1909. 

Vest-pocket manual of printing. Chicago: The Inland 
Printer. 1907. 

Woolley, Edwin Campbell. Handbook of composition. New 
York: D. C. Heath & Company. 1907. 

Yearbook of the Plimpton Press. Norwood, Mass. 1911. 
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INDEX 

A PAGE 

Abbreviations 7 

Christian names, 7; Degrees, 7; Firm names, 7; Latitude and 
longitude, 7; Miscellaneous, 7; Months, 7; Numbers, 8; Percent, 
8; Physical measurements, 8; References and citations, 8; States 
and territories, 8; Streets, 8; Titles, 8; Weights and measures, 
9; Words not abbreviated, 9 

Addresses 24 

At beginning of letter, 24; At close of letter, 24 

Apostrophe 17 

Approximate number of words in square inches of type 32 

Solid, 32; Leaded, 32 

Arrangement of indexes 27 

B 

bd3li0graphy 26 

Books for the editor • 40 

C 

Capitalization 10 

Guide to, 12; Headings, 10; Miscellaneous, 10; Plant names, 12; 
Scientific names, 10; Sections of the country, 10; Words not 
capitalized, 11; Capitalize when distinguishing name is given, 
11; Qualifying name, 11; When preceding proper noun, 12 

Ciphers 19 

Colon 16 

Comma, When to use 14 

When not to use, 14 

"Continued" heads 20 

copyreaders' marks 34 

Cross references 22 

D 

Dash. 16 

Date columns in tabular matter 20 

Date lines , 25 

Above signature, 25; Below signature, 25 

Degrees 7 

Determining size of illustrations 39 

Dollar mark '; 20 

Double-up tables 20 

E 

Electrotypes 38 

Ellipsis signs 23 

Engravings 37 

Envelope sizes 36 
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F 

Figure columns 20 

Figures 13 

Dates, 13; Fractions, 13 

Filing cabinets 39 

Firm names, Abbreviation of 7 

Footnotes -21 

Footnotes and references 20 

Foreword 5 

G 

Guide to capitalization 12 

H 

Halftones 38 

Headings, Capitalization of 10 

Hyphen 17 

I 

Increase of text by using leads 29 

Indexes, Arrangement of 27 

Illustrations for bulletins 37 

Determining size, 39; Electrotypes, 38; Filing engravings, 39; 
Halftones, 38; Mezzographs, 38; Ordering plates, 38; Pen draw- 
ings, 37; Photographs, 37; Prices of engravings, 39; Zinc etch- 
ings, 37 
Italic 21 

L 

Latitude and longitude 7 

Leaders 21 

Legends 29 

M 

Marks of parenthesis 16 

Marks, Copyreaders' 34 

Marks, Proofreaders' 35 

Mezzographs 38 

Miscellaneous abbreviations 7 

N 

Number of ems in square inches of type 33 

Numbers abbreviated 8 

O 

Ordering plates for bulletins 38 

P 

Pen drawings 37 

Percent 8 
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Photographs for reproduction in bulletins 31 

Physical measurements 8 

Plant names. Capitalization of 12 

Preferred spellings 26 

Prices of engravings 39 

Proofreaders' marks 35 

Punctuation 14 

Apostrophe, 17; Colon, 16; Comma, When to use, 14; When not 
to use, 14; Dash, 16; Hyphen, 17; Parentheses, 16; Period, 14; 
Question mark, 16; Quotation marks, 18; Semicolon, 15 

Q 

Question mark 16 

Quotation marks 18 

Quotations 29 

Quoted matter 18 

R 

References and citations 8 

Regular envelope sizes 36 

Resolutions 23 

Rules for compounding words 25 

Double words and preferred spellings, 26 

Rules in tabular matter 21 

Rules, Sizes of 31 

Running heads 28 

S 

Scientdjic names, Capitalization of 10 

Semicolon 15 

Shapes, forms, etc 23 

Signatures to letters 24 

Signs, Ellipsis 23 

Sizes of type 29 

Sizes of rules 31 

Spacing 23 

States and territories 8 

Streets 8 

Suggested sizes and fonts of type for headings 28 

Headings, 28; Legends, 29; Quotations, 29; Running heads, 28 

T 

Tabular matter 19 

Ciphers, 19; Continued, 19; Continued heads, 20; Date column, 
20- Dollar mark, 20; Double-up tables, 20; Figure columns, 20; 
Footnotes and references, 20; Leaders, 21, Reading column, 11; 
Rules, 21 

Titles, When abbreviated 8 

„, 28 

Type 
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U 

Useful books for the editor's library 40 

W 

Weights and measures 9 

Words not abbreviated 9 

Words not capitalized 11 

Words in square inches of type 32 

Solid, 32; Leaded, 32 

Z 
Zinc etchings 37 



